RULES OF THE MUNI Cl PAL FI RE AND POLI CE Cl VIL SERVI CE BOARD
OF THE TOWN OF FRANKLI N, LOUI SI ANA

RULE |
MEETI NGS OF THE BOARD
Section 1: The Board shall hold one regular nmeeting within
each quarterly period of the year, on the second
Monday of the nonths of January, April, July, and

October. The Board shall hold such special
nmeetings as may be called by the Chairmn, as
provided in Section 6 (m of the Civil Service

Act .
Section 2: Unl ess otherwi se provided in the notice for such
nmeetings, all neetings shall be held at 5:00

o'clock P.M at the City Hall, 300 Iberia Street,
Frankl i n, Loui siana.

Section 3: Notice of all nmeeti ngs, i ncludi ng regul ar
neetings, shall be given by posting such notice
in the City Hall, all fire stations and the

police station, not Iless than ten (10) days
before the date fixed for such neeting, unless
ot herwi se provided by law. Such notice shall
state the tine, place and subject matter to be
covered, and whether said neeting is regular or
speci al .

Section 4: Speci al neetings of the Board will be held only
upon call of the Chairman, or, in his absence the
Vice Chairman, as provided by Section 6 (m of
the Civil Service Act.
RULE | |

SUBJECT MATTER OF NEETI NGS

Section 1: At regul ar nmeetings, the Board shall consider all
new or old business which may be brought to its
attention in the manner hereinafter provided.

Section 2: At special nmeetings, the Board shall consider
t hose itens of business for which the neeting was
cal | ed.

RULE |11

ORDER _OF BUSI NESS:

Section 1: On regul ar nmeetings, the order of business shal
be as foll ows:
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(1) Reading of the m nutes.
(2) Special and general reports.
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(3) Decisions and orders on matters consi dered
at previous neetings.

(4) Unfinished business.

(5) New busi ness.

On special neetings, the order of business shall
be as follows:

(1) Reading of the m nutes.

(2) Decisions and orders on matters consi dered
at previous hearings.

(3) Hearing of matters previously fixed for the
speci al neeting.

RULE |V

APPLI CATI ON FOR APPEALS AND HEARI NGS:

Section 1:

Section 2.

Any person authorized to appeal to the Board
under the provisions of the Civil Service Law nay
apply for such an appeal by a witten notice
giving a clear and concise statenent of the
action conplained against, the basis of the
appeal and the relief sought. Application for
appeals to the Board under the provisions of
Section 31 of the Civil Service Act shall be made
only by regular enployees in the classified
service and shall belimted to matters invol ving
di scharge or corrective or disciplinary action
and the application shall so state. AlIl other
requests for hearing shall set forth the section
of the Civil Service Act wunder which the
application is brought and shall contain a
statenment of the jurisdiction of the Board. All
applications for appeals and other hearings mnust
be signed by the applicant or his counsel, if
any, and nust give the full nane and post office
address of the appellant and of his counsel.
Witten notice shall be filed with the Secretary
of the Board and a copy thereof filed with the
Chai rman of the Board. An additional copy shall
be furnished the Board for service on the
authority or person against whose action the
appeal is taken, if any.

No appeal shall be effective unless the above
stated notice is filed within fifteen (15) days
followi ng the action conpl ai ned agai nst, or where
witten notice is given of an action to be
thereafter effective, within the fifteen (15)
days following the date on which such notice is
gi ven.
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Section 3: The Secretary of the Board shall cause the date
of filing to be noted on each notice of appeal
and shall file said appeal on the Appeal s Docket,
giving the said appeal an appropriate title.

Section 4: Wthin ten (10) days after the docketing of an

appeal, a witten request for its sumary
di sm ssal may be filed by the authority or person
agai nst whose acti on the appeal has been taken on
any of the following grounds ©provided no
controverted fact is involved in the question:
(a) that the Board |acks jurisdiction of the
subject mtter; (b) that the appellant has no
| egal right of appeal; (c) that the appeal has
not been made in the manner prescribed or within
the tine fixed by these rules; (d) that a
decision on the nerits would be ineffectual.
Al'l such requests may be supported by witten
argument or brief. Any such request shall be
filed with the Secretary of the Board and a copy
with the Chai rman of the Board, and shall contain
sati sfactory proof of service of a copy thereof
on the appellant or his counsel.

Section 5: Respondent shall file a witten answer to the
appeal within ten (10) days after the docketing
of the appeal, or within ten (10) days after any
adverse decision on a nmotion for sumary
di sm ssal filed under the provisions of Section 4
of this rule. Such answer shall state wth
sufficient detail to give the Board reasonabl e
notice of the basis of the defense on which
respondent will reply.

Section 6: The Chairman of the Board shall fix the time and
pl ace for the hearing on an appeal or notion for
sunmary di sm ssal and shall give notice thereof
to all parties not less than ten (10) cal endar
days prior to the date fixed.

RULE V

PROCEDURE ON APPEALS:

Section 1: Al'l  hearings on appeals shall be open to the
public.

Section 2: Parties shall have the right, but shall not be

required, to be represented by counsel, who nust
be fully licensed to practice law within the
State of Loui siana. When any party is represented
by nore than one attorney, only one attorney for
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any party shall be permtted to exam ne the sanme
Wi t ness.

The burden of proof as to the facts shall be on
the appointing authority except in those cases
where the enployee alleges discrinmnation based
on political or religious beliefs, sex, or race.

The rul es of evidence as applied in civil trials
before the Courts of this State need not be
strictly conplied with, but the Board shall limt
evidence to matters having a reasonabl e rel evance
to the i ssues before the Board.

The Board may require appellant to give his sworn
testi mony before hearing any other witness on his
behal f. If the Board is satisfied, appellant has
no just or legal grounds to support the appeal,
it my decline to hear any other evidence and
dism ss the appeal on the basis of appellant's
testi mony. If, after hearing appellant, the
Board is of the opinion he may have grounds, it
may permt himto go forward with his evidence.
The Board wll consider the inposition of
di scipline after the passage of ten days fromthe
infraction for which discipline is inmposed as
grounds for automatic reversal of t he
di sciplinary action.

Affidavits and ex parte statenents shall not be
recei ved except by consent of all parties unless
used to refresh menory or to discredit a w tness.

Parties and wi tnesses shall be subject to cross
exam nation as in civil trials. The Board | ooks
with favor upon stipul ations of undi sputed facts.

The Board may, on request of any party or on its
own notion, place witnesses other than parties
under the rule of the Board and thus excl ude them
fromthe hearing room

At any hearing, the appellant shall present his
case in chief and the person or authority agai nst
whom t he appeal is made shall then present his or
its case in chief, after which the appellant
shall have an opportunity for presentation of
rebuttal evidence which shall be restricted to
rebuttal of matters presented by the person or
aut hority agai nst whomthe appeal has been taken.
Any oral or witten argunment shall follow the
sanme procedure of presentation.

The Board will fix total tinme permtted for al
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argument and may require witten briefs to be
subm tted on the issue presented.
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Any party desiring the i ssuance of a subpoena for
t he attendance of a witness or for the production
of books or papers nust apply for an appropriate
order, to the board, in witing at |east eight
(8) days before the tinme fixed for the hearing.
Such application shall state the purpose of the
subpoena and what evidence or testinony i s sought
by the issuance of the subpoena.

RULE VI

DI SM SSAL OF APPEALS:

Section 1:

I f the appellant fails to appear at the place and
time fixed for any hearing, his appeal may be

di sm ssed or the Comm ssion rmay, in its
di scretion, continue the case or proceed with the
hearing and render its decision wupon such

evi dence as may be adduced at the hearing.

RULE VI |

TRANSCRI PTS OF HEARI NGS

Section 1:

OTHER HEARI NGS:

Section 1:

If any party to the hearing desires a permnent
transcript of the hearing, he shall furnish a
Court Reporter for said purpose at his own
expense. Where a Court Reporter is furnished, the
original of the transcript shall be filed with
the Board and shall become a part of the
permanent record of the appeal. Were no Court
Reporter is furnished, the Secretary of the Board
shall maintain as conplete notes as is feasible,
which shall be reviewed by the Board and
certified as the record of the appeal.

RULE VI ||

Al'l other hearings of the Board shall be
instituted and shall be conducted in accordance
with the above and foregoing rules concerning
appeals to the Board so far as possible,
provi ded, however, that as to notice, public
nature of hearings, etc., requirenents of the
Civil Service Law shall prevail in hearings on
other matters within the jurisdiction of the
Board, such as establishnent of new enpl oynent
lists, amendnents or revisions of classification
pl ans, or investigation.
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RULE | X

APPL| CATI ON FOR ADM SSI ON TO TESTS:

Section 1:

Section 2:

Section 3:

Section 4:

Section 5:

Tests for entry upon pronotional and conpetitive

enpl oynent |ists shall be advertised for and
adm ni stered in accordance with Section 22 of the
Civil Service Act. Tests for entrance upon

conpetitive enploynent lists may be given as the
needs of the service require, and shall be given
after any existing conpetitive enploynent
eligible list is fifteen (15 nonths old and
before said |list expires. Tests for entry upon
pronoti onal enploynent |ists shall be given after
any existing list is fifteen (15 nonths old and
before said |ist expires.

Applications for adm ssion to tests wll be
received on Board approved fornms by the
Departnental Board nenber at any tinme up to
thirty (30) days after posting of a notice fixing
said test, which thirty (30) day period shall end
not | ess than six (6) days in advance of the date
fixed for the test. The Departnmental Board
menber receiving such application will forward
such applications to t he Secretary for
mai ntenance in the pernmanent records of the
Board. The results of the tests and the
mai nt enance of the |lists established pursuant to
such tests shall be kept as a pernmanent record of
the Board in accordance with the provisions of
the Civil Service Act.

Pronmoti onal and conpetitive enploynent |ists
shall be maintained by the Board for eighteen
(18) nmonths and the Secretary shall maintain a
diary of the expiration date of any such |ists.

Adm ssion to tests shall be governed by the
provi sions of Section 23 of the Civil Service
Act .

VWhen results of any exam nation are furnished to
t he Board by a State Exam ner, the Chairman shall

forthwith poll all Board menbers for approval
thereof, wthout the necessity of a formm
nmeeting. Enployment lists shall become effective

upon approval by a mmjority of the Board and
filing of the sane by the Board with the State
Exam ner.
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RULE X

y Medi cal Leave:

Each full-ti me enpl oyee of the classified service
after having served one (1) vyear, shall be
entitled up to twelve (12) weeks of unpaid | eave,
wi thout credit for departmental seniority when
appropriate docunentation is supplied to the
Appoi nting Authority for those reasons provided
by Public Law 103-3 (Fam |y and Medi cal Leave Act

of 1993).
An enpl oyee will be required to first exhaust any
or all conpensatory time and any or all

accumul ated leave tinme before being granted
unpai d | eave without seniority.

SI CK LEAVE

Sick leave credit shall accumulate for all full-tine
enpl oyees at the rate of one (1) day for each nonth of
continuous service, not to exceed one hundred twenty (120)
days.

Sick | eave shall be defined as any period of working tinme
during which any regular full-tinme enployee for the city
may be excused from work without | oss of pay due to:

1. Personal illness.

2. Serious illness in the enployee's imediate
fanilr.

3. Dent al energencies, such as extractions of teeth
due to pain, loss of fillings, etc., things

needi ng i mredi ate attenti on.

| f a sickness or illness exceeds two (2) days in duration,
enpl oyee shall present in witing a qualified physicians's
certificate stating that enpl oyee was unable to performthe
duties of his job due to ill health.

This certificate nust be brought in to the personnel
director within five (5) days after that enployee has
returned to work. Failure to do so will result in denia
of sick | eave pay.

In the case of absence due to illness, the enployee shal
call and notify the departnment head of their absence.
Failure to do so by noon of that sanme working day shal
result in denial of sick I|eave pay for that day.
Department heads may also deny sick leave if they have
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evi dence that the enployee was not sick
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Sick leave credits cannot be earned by provisional,
seasonal, interim or part tinme appointees.

Sick | eave credits due an enpl oyee whose service with the
city is term nated by reason of resignation or discharge is
cancel ed.
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